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Welcome 
to the 
BIG E-Z 
Bookkeeping System 

Dive Right In! 

This system is designed to track just the basics — so as not to overwhelm the user. 

If you follow our instructions, the system will work for you! You will have the 
information needed by you or your accountant to complete your tax returns and to 
prepare reports that describe your financial status. 

As you proceed, you will probably gain an understanding of the relationships among the 
numbers and what they can tell you about your business. Your accountant can use these 
records to advise you on tax issues and business concerns such as cash flow, profitability 
and pricing. If you want to know more, there are any number of books and classes on the 
subject. For now, however, just follow the steps in the instructions and you will develop 
useful, effective financial records and reports. 
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Basic Tabs 

The Big E-Z® Bookkeeping System is composed of six tabs: 

The Settings tab is for recording your business name and month and year of your records. 

The Check Listing tab is for recording all money going out of your business. It organizes 
the check amounts into IRS-designated expense categories and tracks owner 
withdrawals/officer loans and your checking account balance. 

The Deposit Listing tab records all money coming into your business. This includes 
cash, checks and charges. You can organize sales by taxable and non-taxable sales for 
sales and income tax purposes. Note: For Bank Reconciliation purposes you will also 
need to record your deposits on the Check Listing tab under the Deposit and Adjustment 
column. 

The Bank Reconciliation tab enables you to verify your Checkbook Balance each month 
and to be sure you and the bank agree. This tab is important to verify the accuracy of 
your records on a regular basis. 

The Profit (Loss) Summary tab is a summary of your income and expenses for the 
month. It provides you with the information needed to determine your quarterly estimated 
income tax payments and complete your annual tax return. The categories found on the 
Profit (Loss) Summary are the same categories found on the tax returns that businesses 
are required to submit. 

The Cash-Charge Listing tab records all cash or charges used for business-related 
expenditures. Regardless of whether you pay the charge card off each month or just a 
portion, you should record all charge card expenditures. 



Additional Buttons 

The Show Help/Hide Help buttons will help you to enter information into the correct 
areas on each of the tabs. Each tab has its own Help buttons, which must be turned on 
and off individually. 

The Print button will give you a preview of the report you are about to print. Print only 
the pages you need by changing the print range. 
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How Big E-Z Tabs Tie 
Your Business Together 



Your Business 
Transactions 




Bank 
Reconciliation 



Either \ou, 
q\ yM ncLfiunlnnl, 
can figure quarterly 
"gk payments rind prepare 
niinual Icix r^lurn^ ftir Ihe 
Internnl Revenue Serace 



Quarterly 
Estimated 
Tan Payments 



Tax 
Return 



IRS 




Deposit That Cash 
Right Away! 



It is a good idea to get into the habit of depositing all cash immediately at the bank once 
it is received. This ensures that all income will be properly recorded. 
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Tracking Your 
Business Dollars 
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What You Need 



This software contains all that you need to document and organize your basic business 
records. In addition you will need: 

Checking account The IRS frowns on "mingling" personal and business funds. We 
strongly recommend that you set up a separate checking account for your business that 
will be used exclusively for business income and expenses. You can deposit money from 
your personal account or withdraw money for your personal use as long as you clearly 
identify these transactions as owner deposits and withdrawals. 

Receipts and Receipt file Be sure to get receipts from everyone: the parking attendant, 
restaurants, office supply stores, your vendors, etc. Mark the date paid and check number 
on all paid invoices and bills from vendors. For filing, accordion-type A to Z files work 
well. It is a good idea to keep four types of files: 

1 . Paid invoices from customers 

2. Unpaid invoices 

3. Paid bills from vendors 

4. Unpaid bills 

Accounting/Tax advice We recommend that you seek the help of an accountant when 
you first open your business to determine the correct categories to track and the dates 
reports will be due for your specific business type. Also see your accountant at the end of 
the first year to help you with all your reports and tax returns. Depending on the 
complexity of your bookkeeping requirements, some business owners need to see their 
accountant quarterly and some yearly. It is strongly advised to see your accountant at 
least once a year. 

Optional Big E-Z Tools to make your bookkeeping even E-Zerl 

Big E-Z A/R & A/P Module This software allows you to record all invoices and 
payments to and from your customers and vendors. 

Big E-Z Payroll Module This software calculates and records employee wages, hours, 
overtime, payroll deductions and net amount to pay your employees— it's up to you to 
actually write the check. No tax tables included. 

Big E-Z Home Budget Manager This software tracks your household income and 
expenses, helps you to control your costs and stay organized for tax time. 

Big E-Z Checkbook Allows you to record checks now and input check information into 
your software program when it's convenient. Contains perforated, 3-hole punched check 
register sheets to record 625 checks, deposits, payroll deductions and bank balances. 
Works with optional Big E-Z One- Write Checks. 

Big E-Z One- Write Checks Save time and reduce errors using these handy One- Write 
Checks. Write checks once! Information transfers automatically to page below. 25 
checks on a page. Checks snap easily into Big E-Z binder. 

Big E-Z Receipt Storage Book File receipts by month or category. Includes 12 receipt 
storage envelopes and year of record label, in one handy binder. 
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Getting Started 

Getting started with the Big E-Z Bookkeeping system is E-Z. 

Note: Before you start using this program, please make a back-up copy separate 
from your hard drive. 

1 Open the Big E-Z Bookkeeping Software in your Microsoft Excel program. 

2 Select "Save As" from the File Menu. You will see the Save As dialog box. 

3 Change the name in the File Name box by adding the month and year of the data you 
are entering. For example, Big E-Z Software - January 2xxx. 

4 Get familiar with the Big E-Z Software by using your tab or arrow keys to move 
through the columns on each tab. 

5 Go to the Settings tab and enter the month and year. (The month and year will 
automatically show up on all other tabs). 

6 Go to the Check Listing tab and enter your Beginning Bank Balance near the top of 
the page. Important: To determine the correct Beginning Bank Balance choose 
either Method A or Method B. (See below) 

7 Enter a date for each transaction on the Check Listing tab. Please note: The 
Checkbook Balance will only compute rows if a date has been entered. 

8 You may change the category names in column I through column Y. This will 
automatically update the categories on the Cash-Charge Listing and the Profit(Loss) 
Summary tabs. Make changes to the categories at the beginning of the year only. 
Enter transactions in white/blank cells only. All other cells are locked. 



Method A: New Business and New Checking Account 

Just opened your business account? Great — begin using the Big E-Z Bookkeeping 
System right away. Begin by entering the first check you wrote and the first deposit you 
made on the Checking Listing tab. It doesn't matter what day of the month you opened 
your business checking account. Place a zero in the Beginning Bank Balance area for 
calculation purposes (Note: the zero will not appear) 



Method B: Existing Business 

Been in business a while? Choose which month you will start using your Big E-Z 
Bookkeeping System. In the example below, the business owner chose July 1st to start 
using the system. In this case you would start the system using your June 30th Adjusted 
Bank Balance for your Beginning Bank Balance. Here are the steps to determine your 
Adjusted Bank Balance. 

To determine your Adjusted Bank Balance 

1 Start with the previous month's (June) bank statement balance. In this example the 
June 30th bank balance is $385.00. 

2 Add any deposits that have not yet shown up on your bank statement. One 
outstanding deposit for $1 15.00. 

3 Subtract any checks you've written that have not shown up on your bank statement. 
One outstanding check for $100.00 

4 This is the amount to record on the Check Listing tab in the Beginning Bank Balance 
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Method B: Existing Business 



1) June 30th bank balance $385.00 

2) Outstanding deposits + 115.00 

3) Outstanding checks 100.00 

4) Adjusted Bank Balance = $400.00 

This is your adjusted bank balance and the amount you would enter in the cell labeled 
Beginning Bank Balance. 

For example: 

If your Adjusted Bank Balance amount totaled $400, you would then go to the Check 
Listing tab. In the Banking Information section, you would enter $400 in the cell labeled 
Beginning Bank Balance. 
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Click on the Check Listing tab and enter your previous month 's Adjusted Bank Balance in the cell labeled 
Beginning Bank Balance. 



Now you are ready to begin using the Check Listing tab. In this case you would start 
recording with the first check written in July and with the first deposit made in July. 

PLEASE NOTE: Deposits are recorded in two places within the Big E-Z Software: first 
on the Check Listing tab to update the Checkbook Balance, and second, on the Deposit 
Listing tab to categorize your income. 

IMPORTANT NOTE: It is very important to start the system with the correct Beginning 
Bank Balance. If you need help getting started you may contact the Big E-Z Bookkeeping 
Company at 1-734-462-2727 for free telephone support. 
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Blank Columns 



There are 6 blank columns located on the Check Listing tab and 6 blank columns on the 
Deposit Listing tab. Whichever categories you decide to use for the blank columns will 
automatically appear on the Cash-Charge Listing and the Profit (Loss) Summary tabs. 

If you run out of blank columns, use the Miscellaneous column. 
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Here Are Some Bookkeeping Tips To Help You Run Your Business... 

Keep an audit trail An audit trail is nothing more than a record of all your invoices and 
checks in numeric order. The thing to remember is never skip numbers. Record voided 
check and invoice numbers in numeric order with all other checks and invoices, only 
denote each one that is "voided." This assures there will be no gaps in your numerical 
sequence and leaves a proper audit trail. 

Due date reminders It's a good idea to follow a payroll tax due date reminder. Whether 
you have a payroll service preparing your payroll tax returns or you're preparing them 
yourself, you should follow a check-off list of all the required payroll tax reports. A good 
due date reminder would be customized to your business' specific payroll liabilities and 
include the following information: 

Due date Type of tax 

Report tab number Government agency 

Time period covered Submit money, a report or both 

Keep good records Many business owners don't keep good records. Some don't 
understand bookkeeping; others understand it, but may be afraid of what the numbers 
might tell them. Think of it this way — bookkeeping is the glue that keeps your business 
together. If your records aren't in good shape, the business could fall apart. A healthy 
business is monitored through its records on a regular basis so you can find problems and 
correct them before it's too late. 

Keep your records daily With small business tax laws becoming increasingly 
complicated, now more than ever you need to keep your finger on the pulse of your 
business. At the very minimum, keep track of the basics — income, expenses, checkbook 
balances, payroll and receivables. You may think daily bookkeeping is inconvenient, but 
if you don't take the time to do it right the first time, when will you find time to correct it? 

Bank statements When opening a business checking account, you should request a 
statement with a month-end cut-off date. This will save you time when reconciling your 
records with the bank statement every month. The closer the cut-off date to the month 
end, the fewer checks you will need to record as outstanding. 

Keep withholdings withheld Don't spend the money withheld for taxes! Some former 
business owners found out the hard way that this money should be put aside until they 
were required to send it to the government. The withholding taxes are just that — withheld 
money. The tax money that is withheld from your employees' paychecks is not yours to 
spend. Many business owners feel that since they have deducted these taxes from their 
employees' paychecks, they may spend this money for other expenses. Wrong! You may 
find it less tempting to use withheld money if you transfer it to a savings account until 
you must send it to the government. 

A common error made in bookkeeping One of the most common errors made in 
bookkeeping is transposing numbers. The secret to uncovering this error is simple. All 
errors resulting from transposed numbers are divisible by 9. It's a fact! For example, you 
discover your check register is off by $36. The first thing you should do is divide the 
amount in question by 9. Since the number 36 is divisible by 9 (36 divided by 9 equals 4), 
you would then know to look for a transposition error. You discover you wrote a check 
for $926, but you recorded the check as $962. There you have it! You found a 
transposition error. 

Happy Bookkeeping!! 



12 



Here are some terms you will find on the tabs. You may want to consult with your 
accountant to verify which categories to use for your specific type of business. 

adjusted bank balance The amount you arrive at after adding outstanding deposits and 
subtracting outstanding checks from the month-end balance on the bank statement. The 
adjusted bank balance is determined using the Bank Reconciliation tab. See the "Getting 
Started" section on Page 10. 

advertising/promotion Use this column on the Check Listing and Cash-Charge Listing 
tabs to record expenses such as the writing, design and production of brochures, 
advertisements in newsletters, magazines, yellow pages and any other expenses related to 
promoting your business. 

assets Assets are anything the business owns, such as inventory, furniture, equipment and 
vehicles, including available cash. Record assets under the Miscellaneous column. 

bank deposit total This column will automatically add all categories across each row on 
the Deposit Listing tab. 

bank reconciliation The process of verifying your Checkbook Balance with the balance 
on your bank statement. The Bank Reconciliation tab will walk you through this process. 

bank & merchant charges Amount banks charge you each month for maintaining your 
checking or merchant credit card account. This amount is found on your bank statement. 
You will need to record this amount on the Check Listing tab. 

bank statement A record of deposits, checks and service charges that have cleared 
through your bank or credit union checking account. The statement is sent on a monthly 
basis, and always includes a month-end balance. Use the bank statement when 
completing the Bank Reconciliation tab. 

banking information Three special columns on the Check Listing tab used to update 
your Checkbook Balance on a daily basis. This is very similar to the pocket check 
register most people receive from the bank with their personal checks. Record the 
amounts deposited in your checking account under the Deposits & Adjustments column 
on the Check Listing tab. 

beginning bank balance Use this space on the Check Listing tab to record Last Month's 
Adjusted Bank Balance. See instructions on Page 10. 

car & truck expenses Use this column on the Check Listing and Cash-Charge Listing 
tabs to record expenses related to operating business vehicles. (Mileage allowances are 
recorded under travel & mileage allowance) 

cash & charge card purchases This total found on the Profit (Loss) Summary tab, 
transfers automatically from the Cash-Charge Listing tab and is comprised of all business 
expenses in which cash or charge cards were used instead of checks. 

cash-charge purchase amount This column will automatically add all categories across 
each row on the Cash-Charge Listing tab. 

check amount This column will automatically add all categories across each row on the 
Check Listing tab. 

checkbook balance This column will automatically update the checkbook balance for 
each transaction entered. You must enter a date for each transaction. 

commissions Use this column on the Check Listing and Cash-Charge Listing tabs to 
record commissions paid to individuals. 

contract labor Use this column on the Check Listing and Cash-Charge Listing tabs to 
track amounts paid to individuals, for 1099 purposes. 



deposits & adjustments Use this column on the Check Listing tab to record deposits and 
adjustments from the bank. 

dues & subscriptions Use this column on the Check Listing and Cash-Charge Listing 
tabs to record amounts paid for association dues, magazine subscriptions etc. 

insurance (other than health) Use this column on the Check Listing and Cash-Charge 
Listing tabs to record amounts paid for business, auto, liability insurance etc. 

legal & professional Use this column on the Check Listing and Cash-Charge Listing tabs 
to record amounts paid to accountants, lawyers and other professionals. 

meals & entertainment Use this column on the Check Listing and Cash-Charge Listing 
tabs to record expenses such as tickets to sporting events and restaurant bills for taking a 
client to lunch to discuss present or future business activity. Consult your accountant on 
this. 

miscellaneous column Use this column on the Check Listing and Cash-Charge Listing 
tabs to record any expenses that do not fit under a specific, pre-titled column. 

miscellaneous income column Use this column on the Deposit Listing tab to record 
money that you put into the business that has already been taxed. Miscellaneous deposits 
may include family money used to start your business, refundable deposits from a utility 
company or the sale of equipment and other assets. You may want to consult with your 
accountant on this. 

negative amounts Place a minus sign before the number to make it negative. 

non-taxable sales Use these blank columns on the Deposit Listing to categorize and 
record services which are not subject to sales tax. 

office supplies column Use this column on the Check Listing and Cash-Charge Listing 
tabs to record expenses such as office supplies, printing of letterhead/ envelopes, postage 
and any other expenses related to running your office. 

outstanding checks Checks you have written that have not shown up on your bank 
statement will be recorded in this area on the Bank Reconciliation tab. 

outstanding deposits Deposits you made that have not shown up on your bank 
statement will be recorded in this area on the Bank Reconciliation tab. 

postage & shipping Use this column on the Check Listing and Cash-Charge Listing tabs 
to record amounts paid for stamps, shipping insurance, freight charges etc. 

profit The positive balance that results when total income is greater than total expenses. 

profit (loss) summary tab This tab summarizes the income and expense information 
from your business. The Profit (Loss) Summary tab has an extensive list of categories — 
they are the same categories found on the tax returns businesses are required to submit. 
Some of the categories listed may not pertain to your business. 

NOTE: Many businesses use the profit figure to determine how much they need to pay in 
estimated income taxes. If the business is operating at a loss, there may be no payment 
due. Consult your accountant or tax professional on this. 

purchases Use this column on the Check Listing and Cash-Charge Listing tabs to record 
items purchased for resale. 

rent & rental equipment Use this column on the Check Listing and Cash-Charge 
Listing tabs to record the amount of rent or lease payments each month on your 
equipment, car, office or building location. 



repairs & maintenance Use this column on the Check Listing and Cash-Charge Listing 
tabs to record amounts paid for repairs and maintenance of auto, building, equipment etc. 

returned items These items deposited, then returned by the bank and charged back to 
your account. Record these amounts as negative amounts (place a minus sign before the 
number to make it negative) 

taxable sales Use these blank columns on the Deposit Listing tab to categorize and 
record the sales of your products which are subject to sales tax. Include the sales tax 
amounts in each line item. 

taxes Use this column on the Check Listing and Cash-Charge Listing tabs to record 
estimated income tax payments, sales taxes, and property taxes. 

tools & supplies Use these columns on the Check Listing and Cash-Charge Listing tabs 
to record the amount of expenses such as paint brushes if you are a painter, nails and 
hammers if you are a carpenter and any other expenses related to performing your trade. 

travel & mileage allowance Use this column on the Check Listing and Cash-Charge 
Listing tabs to record expenses such as airline tickets, business mileage, parking fees, 
hotel stays and any other expenses related to traveling on business. 

utilities & telephone Use this column on the Check Listing and Cash-Charge Listing 
tabs to record expenses such as electricity and gas bills, telephone, car phone, fax phone 
line, Internet service etc. 

withdrawals, loans, and charge payments Use this column on the Check Listing tab to 
record amounts of money you've taken from the business checking account, loan 
payments, and partial or full payments to charge card companies. 



How to use the Profit (Loss) Summary tab 



The Profit (Loss) Summary automatically pulls information from the other tabs to 
summarize your business status. Be sure your Profit (Loss) total in Row 43 matches the 
Profit (Loss) total in Row52. If out of balance, your Beginning Bank Balance on the 
Check Listing tab may be incorrect. See instructions on Page 10. 
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How to use the Cash-Charge Listing tab 



Notice how the following transactions are recorded on the Cash-Charge Listing on the 
next page. In the following examples, the business owner is J. Doe, a consultant. 

1. On July 1st you spent $5.00 cash for a notebook at Ron's Office Supplies. 

2. On July 2nd you spent $25.00 cash on lunch with a client, Mr. Cameron of the EFG 
Co., to discuss future business projects. 

3. On July 5th you used your personal charge card to pay for the annual dues of the 
Consultant's Association, $125.00 



4. On July 3 1st you recorded the business miles for the month of July. 





Credit Card Statement 




J. Doe Company 
123 Main Street 
Anytown, USA 12345 


Payment Due 08-1 0-XX 


Statement Closing Date 07-1 0-XX 


Account #2345612345 


Total Credit Line $2,000 


Available Credit $1855 


Trans. Date 


Description Credits 


Charges 


07-01 -XX 


Ron's Office Supply 


5.00 


07-02-XX 


Fish House Rest. 


25.00 


07-05-XX 


Consultant's Assoc. 


125.00 



Mileage for July 

7 miles traveled on July 1st. Bank 

9 miles traveled on July 2nd. Fish House Restaurant 

16 miles total x .31/mile*= 
$4.96 

* The mileage rate is determined by the Internal Revenue Service each year. Check with 
your tax accountant for the current rate. 

5. Click on the Cash-Charge Listing Tab and enter the first charge: 

• Click in the first empty cell in the Date column and type the date of the first 
charge, 7/1/XX. 

• Press the tab key to move to the Paid to/purpose column and type Ron's Office 
Supply. 

• Either press the tab key to reach the correct category column (Office Supplies), 
or use the scroll bar at the bottom of the screen to move to the right to the 
correct column. The left-most columns stay visible to make it easier for you to 
see which row you are working in. In the same row as you entered the date and 
description, and under the Office Supplies column, type 5.00. 

Under the Cash-Charge Purchase Amount you will now see 5.00. The 5.00 
amount automatically transfers to the Check Listing tab under the Office 
Supplies column. 

• Repeat these steps for the remaining transactions. When you are done, your 
screen will look like this: 
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How to use the Cash-Charge Listing tab 
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JlfQ FILE EDIT VIEW INSERT FORMAT TOOLS DATA WINDOW HELP - | B | x| 



A12 j =| 




ABC 




E F 0 H I - 














1 


Show Help 


Print Report 








| | | 




2 


Month 


July [ Year 


2003 








3 
4 
5 
6 


Date 


Paid toJpurpose 


Cash-Charge 
Purchase 
Amount 


Pi ^rhacoo 
rUrt-Mdbci 


Advertising £ 
Promotion 


Bank& 
Merchant 
Charges 


Car & Truck 
Expenses 


ourrirriibbiurib 


Cor 
La 


7 


Totals (transfers to Check Listing) 


149.96 
















07-01-XX 


Ron's Office Supply 


S.OO 
15.00 
125.00 
4.96 














g 


07-02-XX 


Fish House Restaurant 














1 0 


07-05-XX 


Consultant's Association 














1 1 


07-31-XX 


Mileage Allowance 














1 2 


















13 


















14 


















15 


















16 


















17 


















18 


















19 


















20 


















21 


















22 


















23 


















24 


















25 


















26 


















27 


















28 














H i ► H\ Settings/ Profit (Loss] Summary \ Cash-Charge Listing/ Check Listing / Deposit Listing / Bank Reconciliation / |<| 





Ready |num| | | 



Your screen should look like this after the example transactions. 
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How to use the Check Listing tab 

1. During July, you write the following checks: 



J LlOE COMPANY 
123 MAIN STREET 
ANYTOWN, USA 12345 



ATE | / PAY TO THE ORDER OF I CHECK 



DESCRIPTION 



"001001 n -0123456789" 



098765432 1 




"001 001 " "0123456789" 



098 765432 1 



IS 



J. DOE COMPANY 
123 MAIN STREET 
ANYT01AW,USA 12345 



DATE 


PAY TO THE ORDER OF 


CHECK # 


DESCRIPTION 


CHECK AMOUNT 






/^z 


3ti£ &ms4/~i</e& 


200- 00 




GROSS RCA/ Federal Stats Qty/ 
WAGES MEDI VWH W/H Other 





'001001" "01 2345G 78 9 " 09S7654321 



J. DOE COMPANY 
ANYTOWN, USA 1234E 




1005 

" DO LIARS 


't0 t^^~^~ v.- 


DATE C/ / PAY TO THE ORDER OF 


CHECK S 


DESCRIPTION 


CHECK AMOUNT 






Ocojj&s Wffl&&faJAC 






GROSS FICA/ Federal State 13 ly/ 
WAGES MEDI WflH W/H Other 




"001001" "01234567S9" 09876543 











J. DOE CI 
123M4IN STREET 
AWVTQWtM.USA 12345 



* "PAY TO THE ORDER OF I CHECK 



CHECK AMOUNT 



"001001" "0123456789" 09S7B54321 



J. DOE COMPANY 
123 MAIN STREET 
ANVTDWN.USA 12345 



OK j /aV IO I HL UKLltK (JF I CHECK It 



DESCRIPTION 



CHECK AMOUNT 



OK OSS FICA.' Federal 



'■001001" "01 234 56 73 



093 765432 1 



2. Click on the Check Listing tab and enter the first check you wrote: 

• Click in the first empty cell in the Date column and type the date of the first 
check, 7/1/XX. (This will enable the Checkbook Balance to begin computing) 

• Press the tab key to move to the Check Payable To or Description column and 
type The Phone Co. 

• Press the tab key to move to the Check # column and type 1001. 

• In the same row as you entered the date, press the tab key or use the scroll bar at 
the bottom of the screen to move to the right to the Utilities & Phone column 
and type 46.60. The left-most columns stay visible to make it easier for you to 
see which row you are working in. 



3. Repeat these steps for the remaining transactions. 
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How to use the Check Listing tab 

Note: Items reducing the Checkbook Balance should be entered under the Deposits 
& Adjustments column as negative amounts. 

When you are done, your screen will look like this: 



Microsoft Excel - Biq E-Z Screen Shots.xls 



FILE EDIT VIEW INSERT FORMAT TOOLS DATA WINDOW HELP 



■As}*} 



A21 





A | B 


c 




E| F 




H 


I J K T 


1 


Show Help 


Print Report 
















2 


Month 


July 


Year 


2003 


Beginning Bank Balance 






3 


Date 


Check Payable To or 
Description 


Check 
Number 


X 


BANKING INFORMATION 


Purchases 


Advertising 
& Promotion 


BankS. 
Merchan 
Charges 


4 

5 


Deposits & 
Adjustments 


Check 
Amount 


Checkbook 
Balance 


6 


Totals for the Month 




1,254.60 


489.10 


765.50 




200.00 


24.C 


7 






Transferred from Cash-Charge Listing 








8 


07-01-XX 


Deposit 






500.00 


500.00 
46.60 453.40 
200.00 253.40 
15.00 230.40 
95.00 143.40 
85.00 58.40 
408.40 
808.40 

23.50 784.90 
789.50 
10.00 779.50 
14.00 765.50 




9 


07-01-XX 


The Phone Company 


1001 












10 


07-1 0-XX 


Print Shop 


1002 








200.00 




11 


07-1 5-XX 


Consultant's News 


1003 












12 


07-20-XX 


C. Borg 


1004 












13 


07-25-XX 


J. Doe 


1005 












14 


07-25-XX 


Deposit 






350.00 








15 


07-26-XX 


Deposit 






400.00 








16 


07-31-XX 


Voided check 


1006 












17 


07-31-XX 


Office Supply Store 


1007 












18 


07-31-XX 


Interest 






4.60 








19 


07-31-XX 


Bank Service Charge 












10.: 


20 07-31-XX 


Merchant Fees 












14.: 


21 I 
















22 
















23 


















24 


















25 
















m 


26 


















27 



















\4 ^ ► H\ Settings/ Profit (Loss] Summary / Cash-Charge Listing \ Check Listing/ Deposit Listing / Bank Reconciliation / |<| 

Ready 



I >\ 



"|NUM r 



Your screen should look like this after you enter the sample transactions. 
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How to use the Deposit Listing tab 

1. Let's say these are the funds you received for deposit. 



J. DOE, Personal Account 

1 23 Main Street 
Anytown, USA 12345 



Anytown Bank 
567 Main Street 
Anytown, USA 1 2345 



Pay to the order of: d. ffepntfOn/s/ 




112 
Dollars 



Memo 




"42880) 



" :071 923336: 9030000345646" 



ABC COMPANY 

579 Oak Street Oak Street Bank 8116 

Anytown, USA 1 2345 839 Oak Street 

Anytown, USA 1 2345 7'2$'XK 

Pay to the order of: Lb.ff^^. 

"8409003^1" :056923322: 7030000211146" 




3888 555888 55444 

XYZ Company 07 26 XX 

Charge Card 



J. Doe Company 
08932336 



Amount 



2. Click on the Deposit Listing tab and enter the first deposit you made: 

• Click in the first empty cell in the Date column and type the date of the first 
deposit, 7/1/XX. 

• Press the tab key to move to the Received from column and type J. Doe. 
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How to use the Deposit Listing tab 



Press the tab key to move to the Miscellaneous Income amount column and type 
500.00. 

Press the tab key to move to the Description column and type To open account. 

Please note: To correctly update the Checkbook Balance, deposits should also 
be entered on the Check Listing tab under the Deposits & Adjustments column. 



Repeat these steps for the remaining transactions. 
When you are done, your screen will look like this: 



! Microsoft Excel -Big E-Z Screen Shots.xls 



FILE EDIT VIEW INSERT FORMAT TOOLS DATA WINDOW HELP 



A13 





A 


B C 




E F 


G H 


I J 


1 


Show Help 


Print Report | 
















4 


Month 


July | Year 


2003 


Income 


(owr 
dividi 


5 


Date 


Received from 


Bank 
Deposit 
Total 


Taxable Sales (Including Sales Tax) 


Non-Taxahle Sales 


6 








Consulting 






Am 


7 


Totals for the Month 


1,254.60 








750.00 






5I 


8 


07-01-XX J. Doe, Personal Acct. 


500.00 
300.00 
50.00 
400.00 
4.60 


5 


9 


07-25-XX ABC Company 








300.00 








10 


07-25-XX EFG Inc. 








50.00 








11 


07-26-XX YXZ Company 








400.00 








12 


07-31 -XX Interest 
















13 




















14 | 


















15 




















16 




















17 




















18 




















19 




















20 




















21 




















22 




















23 




















24 




















25 




















26 




















27 




















28 




















29 




















N 4 ► H\ Settings / Profit (Loss] Summary / 


Cash-Charge Listing / Check Lisfinq \ Deposit Listing/ Bank Reconciliation / M M 



Ready 



li — r 



"i r 



NUM 



Your screen should look like this after you enter the sample transactions. 
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How to use the Bank Reconciliation tab 



Enter any Outstanding Checks or Outstanding Deposits and the Ending Balance from the 
Bank Account Statement. That's it! 



! Microsoft Excel -Big E-Z Screen Shots.xls 



FILE EDIT VIEW INSERT FORMAT TOOLS DATA WINDOW HELP 



E53 § 






A 


B 


c 


D 


E 


I 




22 
















23 
















si. 1 * 
















25 
















AO 
















27 
















28 
















29 
















30 
















31 














1 


32 
















33 








34 


Ending balance from Bank Statement 


789.00 






35 


Deposits Outstanding 








36 


Checks Outstanding 


23.50 






37 


Adjusted Bank Balance 


765.50 






38 












39 










40 


Last Month's Checkbook Balance 








41 


Total Deposits 


1,254.60 






42 


Total Checks 


489.1 0 






43 


Checkbook Balance 


765.50 






44 














45 
















46 








Difference 








53 | 














54 




























H ^ ► M \ Settings / 


Profit (Loss] Summary / Cash-Charge Listing 


Check Listing 


Deposit Listing }.. Bank Reconciliation/ | < | | *| 





Ready 



If you need help reconciling your records with the Bank Statement, fax us your records and we will call 
you back with the corrections. For more information on this service, answers to your Frequently Asked 
Questions and to check out our new products visit us at www.bigez.com 

We certainly hope you enjoy using Big E-Z Bookkeeping Software. 

Happy Bookkeeping! 

Big E-Z Bookkeeping Co., P.O. Box 531707, Livonia, Michigan 48153-1707 1-734-462-2727 
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